
 

Recertify Telework Agreement 

Recertify a Telework Agreement (Employee View) 

1. Select the GSA Telework Agreement tile from the Employee Self Service homepage. 

 

2. On the Telework Agreements landing page, select the Modify/Recertify Agreement 
button. 
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3. Review the summary tab. If there are no changes to your existing telework agreement, 
select the Next button at the bottom of the screen. 

 

4. Toggle the button to the right to show a check under Employee Telework Certification. 
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5. Enter comments in the Additional Comments box, if needed. 
6. Select the Save & Submit button.  

 

7. The system will show a confirmation page, stating “Your agreement has been successfully 
submitted.” The status will appear as pending, and the approver of the agreement will be 
displayed. 
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8. Select the Print Agreement button to download a PDF version of your agreement. 

 

9.  Select the Return to Search button at the bottom of the screen to return to the telework 
homepage. 
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